APPLICATION FOR RECORDS RETENTION SCHEDULE oo O T L ts AND THeTORY

/ RECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Publication No. 76—RM-1 for instructions on completing this form. Forward signed bngmal to
Department of Archives and History, Reoords Management Division, 330 Capito! Avenue, ~Atlanta Georgia, 30334,
Attention: Scheduling Section.

FOR AGENCY USE 1. Agency Address - : FOR RECORDS MANAGEMENT USE

Application Dete Depa rtment of Education Application Number

Office of Vocational Education 6 "‘“ Ll 3 - P‘r '

Application Number Division of Vocational Instruction Date Received Date Completed
| Special Needs Program MAR 2 3 1982 I TFTR 8 1082
?Pers_on to Contact S WorkmgiTltIen_ - - Telephone Number
Milton Adams : State Supervisor 656-2516

3. Action Requested ;
a. [ Establish Retention Schedule; r‘gcord will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated.

¢. EX Amend Application No.___ 81-43  Check OneXXX Change; [0 Supercede: O Void
1 4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest - Latest )
1978 ] Present - RELATED VOCATIONAL INSTRUCTION PROGRAM (RVIP) COORDINATOR'S FILES
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?
NO CHANGE

1

7. Record Series bescripﬁon "'hns flle oontams the followmg documents {include form numbers and titles, if .lny)
- Attach samples of the file. ) .

Documents relating to:

Included are: ' ‘ .

NO CHANGE
File is arranged: : _
| " AR~ bl e - - £ - ; ‘f"" S ; R = T S L. . '_ | k * ‘;Lf'
.| 8- Monthly Reference Rate How often are records referred to whlch are: B N )

One to six months old

- Seven to twelve months old — _: Thirteen to twenty-fourmonthsold _____ ;

. twenty-five months and older _.. . _____?

9. Annual Rate of Accumulation of Records _ _ -
| o Lettersizedrawers _____;legalsizédrawers . " ;Shelves___._ . _;Other (specify)

AR_B0-71; Rev.78 . . - ~. « + - - ~~ (Over)




YES { NO | 10. Questionnaire _ {Place an X" in the proper column)

8. lIs this the official copy of the series? ‘ _ )
)f not, where is it? { ) N

b. Does the series contain confidential information requiring security handling? if yes, cite law or regu!atlcm

c._Is this a vital record? : !

d. Does this series have historical or long term research value? . )

¢. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
documents be scheduled separately?

f. 1Is ﬂw_mﬁommmmﬁ,ulwmmw_ﬁmmm conv

g. Is the information contained in this series ever analyzed and/or recorded in 8 wmmanzed report?
If yes. attach copy,
h. Is there a duplication of this series in your offuce orin another offlce or agency?

I yes, where?

i lsmuwimemcmo_mm&mlmiﬂmed? - . .
—j.Does the record series result in a computer printout?

11. Retention Requirements af The following requires the series to be kept:
a. State Law . years. d. Audit period _ : | years,
b. Statute of limitation . . years, e. Administrative need -3 years.
c. Federal law years, f. Federal retention instructions_ ' - years.

Attach copy or excert of laws or regulatibns. Explain administrative need.

12. Approved Disposition Instructions " This agencv recommends that the file series be cut off at the end of each:
' O Calendar Year; XX Fiscal Year; OO Other , _ then,

XX Hold in the current filesarea_____month{s) ____1 _  vyear{s); then
O Transfer to local holding area; hold ___ year(s); then
X3 Transfer to State Records Center;hold ____ 2 . _year(s); then

X3 Destroy.

O Transfer to State Archives for permanent retention.

O Other (Specify)

These instructions apply to all prior and future accumulations of the series.

| Agency Head/Designee _(Signature) Date Records Management Officer (Signature) | Date
&. w%_ &oép 3/22/& MCU&L&/%O 5“’”‘?”“0&’% J-2AR-92,
% Y 7 ——

= State Reoords COeree {Signature) Date

Recommendations in para- ' ‘
graph 12 are approved. State A [Designee L\«.—./HQ—-—J( 3—30-— Vi

of :’,ff;‘:,;’:‘;-:‘;:’.';““"" ferer m@ my) Tolan 5~ 3-29-8z

e

Attorney General/Designee W Ve~ £2
AR—-50—71; Rev. 76 “(Reverss Side ,




{

OFFICE OF SECRE Y OF STATE
APPLICATION FOR REGORDS RETENTION SCHEDULE AL AL AL L

RECORDS MANAGEMENT D‘IVISION

INSTRUCTIONS: See Publication No 76—RM—1 for instructions on completlng this form. Forward signed’ orlgmal to

Department of Archives and Hlstory, Records Management Division, 330 Capitol Avenue Atlanta, Georgla 30334,
Attention: Scheduling Section, \ .

%

FOR AGENCY USE 1. Agency Address ,' ' FOR RECORDS MANAGEMENT USE
Application Date . Department of Education Application Number
Office of Vocational Education 6 ‘ — q 3
Application Number g;Zii;;)nNggdZo;:s;sxl Instruction Date Received Date Completed o
| Atlanta, Georgia . I-2o-81 WA 29-%1
2. Person to Contact Working Title Telephone Number
Milton Adams State Superv1sor 656=-2516
3EAct|on Requested o T
a. [ Establish Retention Schedule; lfecord will continue to accumulate.
b. [l Dispose of present accumulation; no further accumulation anticipated.
c. _[1 Amend Application No, : Check One: 1 Change; [ Supercede; [0 Void
4. Dates of Series 5. Records Series Title (followed by title used in office, if d.'fferent)
Earliest Latest Related Vocational Instruction Program (RVIP)
1978 | to date Coordinators Files
6 Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Division of Vocational Instruction is responsible for developing policy relating to
vocational instruction at the secondary and postsecondary level; participating in the
development of the State Plan for Vocational Education; developing vocational education
program standards relating to instructional areas; providing consultative services to
local school systems involving all phases of the instructional process; participating on
evaluation of local school systems' vocational programs; reviewing architectural plans
for local school systems' voactional facilities; reviewing request from local systems
for the purchase of equipment; reviewing vocational education instructional materials;

reviewing preservice and in-service training programs; and supervising vocational student
organizations at the state level.

!

7. Record Series Description This file contains the following documents (mclude form numbers and titles, if any):
Attach samples of the file, "

Documents relating to:  4,cymenting the local coordinators of the Related Vocational Imstruction

Program employment and work assignments.

Included are:  Appyal review; Program of Work;‘ Secondary Vocational Education Report (DE Form

0537); Personnel Agreement (DE Form 0138); and related correspondence.

File is arranged: chronologically by fiscal year, thereunder alphabetically by local school

system, thereunder alphabetically by coordinators name.

8. Monthly Reference Rate How often are records referred to which are:
One to six months old o} Seven to twelve monthsold . _____; Thirteen to twenty-four months old :
twent_\i—five monthsandolder ________ ? L
9. Annual Rate of Aecumulatlon of Records .
Lettersizedrawers ______; Legal sizedrawers ______;Shelves ___________; Other (specify)
AR—-50-71; Rev. 786 ‘ ‘ {Over)




_ =

YES | NO | 10. Questionnaire  (Place an *’X"’ in the proper column) _ w T

a. Is this the official copy of the series?
X ] i If not, where s it?

A
b. Does the series contain Jonfldentnai mformatlon requiring secunty handling? If yes, cite law or regulation,

g‘ .

. ls this a vital record? ' ;

Pt e
O

7
d. Does this series have historical or long term research value? .

e. When one or two documents in the file make it necessary to keep the entire file for a Iong period, could these
documents be scheduled separately? '

<
-y

. |Is the mf;Lmatchonmmed in this series ever published? _ If ves, attach copy,

g. s the mformatlon contained in this series ever analyzed and/or recorded in a summarlzed report?
If ves, attach copy.

-

h. Is there a duplication of this series in your office, or in another office or agency?
X If ves. where? :

X | i, Is this series for 2 major portion of it} reaular|y microfilmed?
L1 X |_j. Does the record series result in a computer printout?
11. Retention Requirements ‘r The following requires the series to be Igept:
a. State Law years. d. Audit period years.
b. Statute of limitation - years. " e, Administrative need 2 years.
c. Federal law __years. f. Federal rgtention instructions _____ _________vyears.

Attach copy or excert of laws or regulations. Explain administrative need,

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:

0 Caleridar Year; ® Fiscal Year; O Other then,
K1 Hold in the current files area —_ _month(s) ___1_ ___ year{s); then
O Transfer to local holding area; hold _________ year(s); then
K1 Transfer to State Records Center; hold ____ 1. __vyear(s}; then

Kkl Destroy.
O Transfer to State Archives for permanent retention.
[0 Other {Specify)

These instructions apply to all prior and future accumulations of the series.

| Records Management Officer (Signature) Date

_ : 77 [-19- 8|
| / 4
/ Date
Recommendations in pari- | ' ' (
graph 12 are approved. State Auditor/Designe /" lf" by /
(If disapproved, attach letter & ‘ S

[-26- 27

of explanation.) Secre tate/Designee
il ¥

AV

Attorney General/Designee

e e i

AR-50—71; Rev. 76 . {Reversa Side)




